OHIO HISTORY CONNEfC nON 


OHIO Ohio Historical Society 

II $ f 0 E T Ar&hWm of Ohio 

Local Qommment l^^ords Pmgmm 


Page.JL_ofJi_ 



DEC 2 - ZOt^i 

Sm B, if^ AvmOB 
Cotumhm, Ohio 4S2ii-24B7 

STATE AND LOCAL 
GOVERNMENT RECORDS 

RECORDS RETENTION SCHEDULE (RC^2) 

Bm mtmatims bBfom aom^eiUng form. 


Section A: Local Gommmont Unit 

ST Ivi2>< 0,0Ofs^ CLl^fL^ 

goverrifnant entity^'" / 

0fifx&4j ‘'R^f 

(unit) i 

6le<tic eP daji¥^ 

(sigilature of ^sponsible 

(mmer 

(titte) C<^) 

Section B: Records Commission 

5TAA.i^ Coanfw % •e'edeLcL'S, 

Osw wJs*5<C>A . 

LS 

Records Commission 

ac.J S<^S+. >j,c. 

(l;#SA-+-on 

{WBphme nmn):mt) , 

1 o 2-.. 


(address) 


{erty) 


^ (zip cade) 


10 


have thiaform returned to the Records Cornmlsslon eledromcally, indude an einali address: 


I h^ady certify Ihat our records commlaslon met In an open meeting, as required by Sechan 121*22 ORC, and approved the schedytes 
listed on this form and arty continuation sheets* ! further csrtify that our commission vvilf make every ^rt to prevent these rawds 
series tom being destroyed, transferred, or otherwise disposed of In violation of these schedules and that no record will be knowingly 
disposed of v^ich pertains to any pending iegal case, claim, action or request. This action Is reflected In the minutes kept by this 
Dmmtssicn, 



IIIzoIzjo!4 


.. r..— 

Records Commission Chair Slgnatare 


□ala 

Section C: Ohio Histortcal Society * State Archives . ^ 

/ /U:.^iA^. " ."c. %/M KtMi JAWC 


Signature 

• Tie ’ 

Date ^ ^ 

S^ctiat^; Auditor of State /1/1 

) IInh t'Z ' lilt. / 





Signature 


Date 

Rfeesa hfote: TBa Slarla AroMvm r^irm RM farms perman&ntly. 

It is stromlv recommee^ad thmt iho Reco/tfs C&mmimim retsin a p&rmmnmt coov of Mb form | 


SAO/LGRP-RC2-{li>sL) RevisetJ February 2912 
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OHIO 



Ohio Historical Society 

Statt' Archives-; of Onso 

„ooa! Governrt^ent Records Prograrr. 

r. I’f ' 

::oimnbuf^ Ohio 


Saotion A: ^oca' Government Unit 


Z it 


if 


.’ic'ud" ti'.i- name of tne municipality, county, township, school, library, or saedal taxing dissrisr (iocai goxsrrt.'nert ertr.y ;o' wr c-- 

‘he hrrr :s subrhtted- 

# ,nct>de tie urrivaepartmeni, agency, office), if applicable. 

deDartmenta? official d’^radly responsible for tm records mmt sign and date the form. 


Section Bocords Commission 


. Comptets the pnorte rtuntoer and malfirtg address for toe Records Commi^ion. inciiiding tfie county 
. Tfj hav« tniE fonr retomed to the Rscori Commission electronically, include an email aodress. it k. the rssponstoiiiiv of tne 
Recwns Commissiors to fcrvMato an electronic or paper copy of the approved form to the appropnate departments 
. Tne Records Commissbr. Chairperson must sign the certification statement before It can be reviewed and sigried at the Ohio 
Historicai Society cy the iocbI Government Records raprssentafcve, and approved by the Auditor of State's Office, 


Snctior. Cr Ohio Historiaa! Society - State Archives 

.. The reviewing agent from Ohio Historical Society Local GovBinmant Recoras Program (OHS-LGRP) will indicate on your RC-2 
whirto records series will requirs a Certificate of Records Disposal (RC-3) fxior to disposal 
• Tfitey will sign the form and forward ft to toe Auditor of State's Office. 


Section D: Auditor of State 

.. Tne approving agent at the Auditor of State’s ofBcs v«11 sign toe form and r»tum It to the OHS-LGRP. 


Section E: Records Retention Schedule 


1) 

2 ) 

3) 

4) 

5) 


Schadate numbers can be sxprasaed by a year and ttem numt»ring scheme for each records senes being scheduled, for 
exampie, 08-1 and OS-2. Another option is to include a tmique abtreviated identifier for each office, for example, £rig, 
(Engineei^ 1. Eng. 2, etc The numbering schema is your choi<». and it will be used later on your Cartificate- of Records 

Disposal ^C-3). _ . , , , j 

i.nducte the fUe of toe records series and a brief descripfen of each senes, .^-‘teaas provide information about tne content ano 

use of the recoros series. ..... ■ . & 

Articulate a retention period torlte record in terms of time (exp. six yaars), an action (exc. until audited), or boffii (six years attar 

audit). 

Include tht; forrrrats of too raxird (paper, electronic, microfilm, etc.} 

For use by the Auditor ef State or toe OHS-LGRP. OHS-LGRP wit! mark the records aeries that wiM need an RC-3 poor to 
disposal. 


GENERAL INSTRUCTIONS: 

— For questions related to records scheduling and disposition, OHS-LGRP: (614) 297-2553 or at localrecs^stliohjsfory.orj 

Artei comaieting sections .A arxi E, submit toe form to your records commission so it can be aporove-a in an open .meefng 
pursuant to Section 121.22 ORC See Ohio Revised Code Section 148.38 (counties). 149.38 (municipalities), 148.^1 (school 
d;siricts) 14 S 411 (Bbraries), '.4S412 (special taxing distnc^) and 149.42 (townships) for tte compositon or your recofos 
commission. Your recoras cammission compietes section B artd sends the term to OHS-LGRP at 

tocaifecsiSoftiohistQr/.afo OR Ths Ohio Historical Sodety 

Sta» Aroiives of Ohio 
Local Government Records Antoivist 
800 E. 17'”'Avenue 
Columbus. OH 43211-2497 


Tnr O-i j-;.,8RP wili review this RC-2 and forward It to the Auditor of State's Reosrds OfTicar. Columsus. 

i r-i'. R'' 2 IE m «ftec: wmen ail sianartures have been affixed to ft. OHS-LGRP wi return a caapy of toe appiuveii form to t'le 
Y-e'O'al o-o'iir iSSion Tne Ixai lecords oomm^on and foe originating oWice should retain oofrnanent cop/«i cf toe .fo.-rr to 
i-vc';-' airpuaai of public r^cofOs- 

c,; .r, 15 eusiness days before you Intend to dispose of mcords. submit a Ceftifcate of Re-co-'-iis r ^ 

./life i-juie.r. of RC-3s will not be reiumed. 

.--Hr.-,: i h.«v.nefi February.- 2012 
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'Ohio Historical Society 

Slate Archives of Dhic 

eoca- Government Recorcs Program 

8()C B f7^' 

CoiumDUs. Omo 432 V^‘> 24 $T 


Section E: Records Retention Scfiedule 

stark County Clsrk of Coyrts Administrative Division 

(ioca, oovsrnmef.! entity) 


Audited means: the years 
encompassed by the records 
have been audited by the 
Auditor of State and the 
audit report has been 
released pursuant to 
Sec. 117.26 O.R.C. 


r' ... m 

! Schedule 
; Humber 

(2) 

Record Title and Description 

(3} 

Retention 

Period 

(4) 

Media Type 


r .. 

■ -IS) ' 

. T‘RC-*3 .« 

^Required ) 
tby©HS- 
, .iL'ORP ■ ' 

R. 26.01 ID 

Grant fecords 

Records of grants mads or received by a 
court documenting the application, awarding, 
administration, management, evaluation, 
monitoring and tracking of grant funds 

3 y«irs 
after 

expiration 
of grant, 
provided 
audited 

Papar/Ei©Gtro,nic 

'i 

T. 

1-- .-.V 


R. 26.01 (M| 

Payroll Records 

Records o? personnel time and copies of 
payroll records maintained by another office 
or agency . 

3 years, 

provided 

audited 

Pap#r/EI#olronlo 

■ -- 


R. 26.01 {Nj 

Pyblicatiofts Received 

Various puDlications issued and sent by 
businesses, state of tsdaraf government 

< 

y nil rio 
longer of 
value by the 
pareofi 
holding die 

■ PmpmriBim^Qnlc 

: c.v ^ , 

- 'B 

R. 26.01 (0| 

Receipt .Records 

Records acknowledging that payment has 
been received including balancing records 

[ 

i 

; 3 years, 

; provided 
audited 

Paper/Eioctfonlc ■ 


V' ^ 

: R, 26.01 (P) 

1 

1 

t 

1 

i 

1 1 

^ i 

i f 

1 1 

! Requests for Proposals, Bids & Resulting 
. Cont''aots 

‘ Reque-sts for pro(x»sais from vendors for 
services and/or merchandise, bids received in 
response to a request for proposal including 
publicizing, hearing and awarding of quoted 
bids to vendors, and oontracte resulting from 
a request for proposal for 8ie procuring of 
qoods and/or services 

3 years 
after 
contract 
expires 

: Paper/Electfontc 

, air/':' ■? 

: 

i 

:□ '■ ' 

'V ” - . " „ ■ 

; t.R. 38X2 

1 1 

i ^ 

Stafistical/Aciministrative Reports 

Documents complied about an office's 
operations for fisca:, administrative, or 
managerial decsion making or other 
information purposes, including but not limited 
to monthly Supreme Court Reports, and 
Conviction and IncarDeration Reports 

3 fBBm 

' ?aeer/Siectrorjte 

{ 

' 

.’t. i'. ' 

'.C'C-''' ' 

' ' ' - ^ 

c, ' . ■" 

•''' ''' ’ 

. ' ' t 

;'b 

j i 

1 





.. ,, 


7 imd Febmary 2012 
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Ohio HistDfical. Society 

State Archives of Ohio 

Local Governmeni Records Program 

BOO B 1 ?"' Avmue 
Ctuumous. Dl?;o 432^1-240? 


Pace 


M 


II 


Section E: Records Relontlon Sstiadufe 

stark County Clerk of Courts Court of Appeals Division 



.'Auaito 


Paper/Elsctranlo 


Pmmmmt 


Wmpmfi^manic 


docket, liiat docket, journal, and tne exec^ 
docket, incluoing the names and address- 
all the oarties; names, addresses and 
registration numbers o" at- cDUnsel; the 
issuance of dccuments tor service upon i 
party anc the return of service or lack of 
return; brief descriplion of all records and 
orders fitad in the proceedings, the date s 
t^me filed, and a cross reference to other 
records as appropriate; scnadule of court 
proceedings, and all actions taken by the 
court to enforce orders or judgmants 


Papehclectfonic 


Pmmmmnt 






oroer or 


lent arranged chronol ogicaliy 


2 fmits aftitr 
|:^fsaltv 


T oflginai documents filed In an 
jeding In tne court, including 
motions, orders, and 
r?fe noun on a case by case 




;eci February^ 2012 



|||||H|||| 

||pHp||N 




























OHIO Ohio Historical Society 
H ' i 1 5^ Y State Ar^shfvas Ohio 

Loeaf Government Records Program 

l^r bode l^' Av&ntit 

m M m Zotumbus, Orno 43211-74^7 


'-For 
tisa'hy 
Audito 
r of 

State 


Retention j Media Type 
Period i 


Record Title arid Description 


Scfiedule 

Humber 


Case Files Destn Penalty 
CorriDendium original documents filed in ari 
action or proceeding in the court raiatec to 
deatt^ penalty cases, including the pleadings, 


Pa|:>er/Etectronl£: 


Permanent 
m original 
form 


i motion! 


separate 
from mm 

2> Retained 
m case file, 
3, Destroy at 
dlaoretlon of 
preparer. 


Judge, magistrate, and clerk nolBS, drafts 
and^rasearch prepared for the purpose of 
compiling a report, opinion, or oilier 
document o" memorandum 


Peper/Electronie 



-F:.: ) R:A''rsed Fepfuar'y 2012 















Paafc ^ o' I ( 

Ohio Historica!.Society 

State Afcliivas or Otnv 

Locb Government Records* Program 

£. ' Amnue 

Cc^fumihUt., Orin^ 



OHIO 


Section E: Records Retention Schedule 

StarK Coynty Clark of CDUrtS common Pleas Cottlt**General Division 



Ralefitlon 


information included in the appearance 
docnet trial docket, journal, and the exec 
docket, including the names and adi; 
all the parties; names, addresses and 
registratic-n numbers of ail counsei; the 
issuance of documents for service upon 
party anc the return of service or lack of 
reiurn: brief description of all records and 
orders filed in the proceedings, the data i 
time filea, and a cross reference to other 
records as appmpnate; schedule of oourt 
proceedings, and all actons lakan by the 
court to enforce orders or judgmenb sod 
htormation necessary to document the 
activity of the clerk ragardins the case 
Journa; 

A .-'erDatim. record of every court order or 


Paper/Eiectronic/ 

lyilcrofilfrs 


PmpBfiBmctronic 


ParmanenI 


mm arranged chronDlogicaily 


fmm cast 
file. 

2. Reteirttd 



















Paae 1 


omo Ohio Historical Society 

. s T ^ t $ta.tc^ Arcfitver- o’ Oh^c? 

Loca? Goyemmem i^ecords Prograrr? 

BCf E Avenue 

w R » Coitififiius Dtw 4^21i‘>24§T 


'1! 

Sctiedyle- 

Numoer 


f^.or 
use by 

'Audito 
r of 

or 

OHS- 

LGRP 


Retention H^ediaType 
Period 


Record Title and Description 


document or memorandum 


3. Destroy ai 
discratleii of 
preparer.. 


Case Files — Death ^anally 
Compendium or original docunients fileo in an 
action or procaedm^ in the court related to 
death penalty cases, including the pleadings, 


R,2C.03IFH1) 


Papef/Electronjf; 




and jodam enls of the epprt 


Compendium or origiral document filed in an 
actiori or proceeding in die court related tc 
matters that resuilad m a final judgment 


PmrmBmnt Paper/eectronlc 


determining title or intarest in real estate 


S y^ars afl«r 


data of 
s#rvlc« or 
last atitmpi 
In orlilnai 
forni 


Judge^s written order authorizing a law- 

enforcement officer to conduct a search of a 
specified piacs and to seize evidence; 


P 9 p«rffil« 6 tronte 


records snail be indexed 


Case Files - Votunterv- Dismissals 


R.26.(D3(FK4) 


3 years after 
of 

dismissal 


Compendium or original documents filed In an 
action or proceeding in the court whereby the 
plaintiff dismisses a lawsuit at the plaintiff's 


FapeflElectroflia 


own r equest or 


Other 


Case Fites 

Compendiym or original documams filed in an 
action or proceeding in the court not 
previously addressed yndar the Rules of 
SuDerintendence for the Courts of Ohio Rule 


after final 
ordan or SCI 
years sftar 
final ordar If 
admissible 
as avldariee 
of a prior 
coinviotson in 
a criminal 


Paoerdectronic 


Dfocasellni 


imsrttw years 
ged by the records 
audited by the 


3 year, j 

provided i PaperfEioctronle 
audited i 


Records pertaining tc the convening of the 
Grand Jury, who decide whether to issue 
indictments, witnesses called before the 
Grand Jury including subpoenas issued, 
deliberation and voting records on the issuing 
of indictments and payment of Grand Jurors 
and witnesses; confidentiai Ohio Criminal 


ipursuantjto 




C:onrains s^.atfsticai report of me Grand Jury to the eoyit permanent ! Fapar/Hlectfouie 
MiuwtFA; Tiumbet of cases oofisidemd, nymbar of "" f 

"eternee, and fimllogr. and fBoommendatfeos : j 

l>:> 'frj-'tove'Ciorts lO tht? operaliOn of tfie ooyrity |3ll j 


bas^i-iO upon tnew in spec tion 


‘>a:VL F-orjary 201 


















0 HIO Ohio Historlcai Sociely 

ajsre^ State Archives Of Ohio 

MGJMw Local Government Records Program 

m BOO E. fT® Avenue 
S ■ B Columbus, Ohio 43211-2497 


E of II 


( 1 ) 

Schedule 

Number 


Record Title and Description 


( 3 } 

Retention 

Period 


( 4 ) 

Aftedialype 


.^uditol .i^.§RC^3l;i 
.-.frmf. iX -SReguilEedl 
• -^tate X ■ aiyJGHS- 'v 

. aSGE^ S -■ 



SAO/LGRP-RC2-{lnst.) Revised February 2012 












OHIO Ohio Historical Society 

Stalf* Arcnives o^' Otiic- 
^Dca! Government Records Program 

irof:' E I?'' 

Colamoui>, Ob!t>^S21i-2497 


?aae^ 



Section E: Records Retention Sctiedole 

Stsr^: County Clark of Coorts Common Pmm Coart - Domtsiic Reunions Division 

(bsal oovernman! mt^i) 



(2) Pi (^i 

Schedule i Record Title and Dasoriptlon Retentiofi Media Typo 

Number [ Period 


Combined Reoards 

R* 26.00 fC) Combination of Indexes, docket, joymais, 

I ' and case fife records into a single case file 

. J . ^ record __ 

i ' ExhiDits, Depositions and Transonpts 




Pap#r/EI©cn“Dnlc 























OMtO Ohio Historical Society 

H I ST 0 Y Slate Archives of OWo 

Local Governtnent Recoriis Program 

8Q0 B. 17^ Amme 
Coil/mbm, OMo432i1>*24B7 

Section B: Records Retention Schedule 

Stark County Clerk of Courts .Common Fisas Court - Domestic Relations Division 

(iocai government entity) , 



Page I o of II 


(1) 

Schedule 

Number 

(2) 

Record Title and Description 

(3) 

Retention 

Period 

(4) 

Media Type 

-^4 

•sHsdlbj^f 

;|jSi"u'dirof 


R.26.03(G)(1) 

Certified l^ail Retselpts In Uncontested Cases and Post- 
Deer^ tVIdions 

New cases and cases Involving post-decree motions 
where personal lurisdictfon is estsAiiished by certified maH 
receipt and the defendanf/respendent falls to answer, 
enter an aoDBarancae, or otherwise defend themselves . 

30 years after 
Issuance, may 
be kept 
separate fonm 
case file 

Paper/Eiectronic 



R.26.03(G)(2) 

Case Rles- Divorce or Dissotutions: Minor Children 
Compendium or original documents filed in a divorce or 
dissolution proceeding that Involve minor children 

26 years after 
date of final 
order 

Paper/Electronlc 



R.26.03(G)(3} 

Case RIes-Divorce or Dissolutions: No Children 
Compendium or original d€>cufnents filed In a divorce or 
dissolution proceeding not Involving minor children 

it years after 
date of final 
order 

FaparfElecftonlc 

'r\:t 


R.26.03(G)(4} 

Case Flies - Demotic Violence Petltlcns 

Compendium or ordinal documents filed In an action or 
proceeding in the court related to petitions for domestic 
violence protection orders 

1 year after 
expiration of 
protet5tion 
order or 
divorce, 
vsrbichever is 
later 

Paper/Eiectronic 

v"’’” ’4^ 

'0'^ 

n 

R.26.03(G){4r 

Case Files-Domestic Violence Petitions 
(Post-Decree Motions) 

Compendium or original documents fiied in an 
action or proceeding in the court related to 
petitions for domestic violence protection 
orders 

1 year after 
disposition of 
post-decree 
moficn or 
expiration of 
protection 
order, 

wtechever Is 
later 

Paper/Elsctronic 

iitifl 


R.26.03(G){5) 1 

u 

Case Fites - Legal Separation 

Compendium or originals documerrts filed In an aesfion or 
proctedlng in the i:^urt mlated to an arrangement 
whireby a Nushand and wite live apart from each other 
mmite rsmfilNrkg married »either by mutual corsssnt or by 
judidal d&cme 

Until 

divorced or 
2 years 
after 

teitnlnatlon 
of spousal 
support, 
whichever 
is later 

Papif/Elsctronlc 


B 

R.26.0S(G)(5) 

Case Files - Legal Separation (Post Decree Motions) 
Compendium or origifii! documents filed in an action or 
proceeding In #i© court related to an arrangement 
whereby a husband and wife live apart from each other 
white mmalf^mg married^ efther by mutual consent or by 
judicial decree 

2 years after 
disposition of 
post-decree 
meftion or 
tenmination of 
spousal 
support or until 
divorced, 
whichever Is 
later 

Paper/Electronic 

I 


B 













ii 


OHIO 


Dllio Histonca! Society 

State' Afon'ives of Onto 

^Dca? Govcjmrnent. Rocards Program 



U(K> s- if' A¥^nae 
Coiumbis^ 43211*249? 


"ac: 


j- 7., 

I Schedule 
': dumber 

_ |2) 

Record Title and Description 

PI 

Rstsntlon 

Period 

(4) 

WediaType 

- ^1%) . 

Tor 
.yse%y 
Jtydito 
r of 
State 
or 

OHS* 

LQRP 

i 

m 

RC4 ; 
Reqyimo * 
byOHS-^ ' 
UGRF • ' 

J' 

J 

R.26.03(G'h6^ 

” Casc^ Fllee -- Baal Estate' 

Cot^pancliurtt o( orgina' cirscumanis fHad in an action or 
proceedioq in trie coort miaied to matters that resullad in 
s fmal iadamon? determining title or loiarest in ma! estate 

Permanent 

Paper/Etectronic 


/ ■ ’ 
i 

D 1 

; RMMiG}\7l 

1 

i : 

^'IJase^f'iies - Registmtion or Adopiton of Forefcin Decree 
Gomparidium or originel docyments filed in an aolion or 
i procBBblnc m tOa riyyrt miatad m itw acceptance of a 
divorce decree from another stale and tie transferring of 
the cosiacdon of cnild sypport to lha reilding state 

2 years alter 
the 

emancipation 
of all minor 
children 

r 

PaperlElectroniy 

1 


i 

1 

i 

□ 

\RMMZ(G)i7} 

\ i 

i I 

i 1 

Case Fibs-“ Ragistradon or AdootiDti ofFor^gn Decree 
(Post Decree fi^tenems) 

CompendiiiTTi o^ ocginal documsiUs filed in an action or 
proceadmg In tha court feiafed to fee accepfenca of a 
divafc© decree from anofeer state and the transferffeg of 
■ tne collection of ctiitd soppod to feeir residing state 

2 years afSr 
adladioation 
of post- 
decree motion 
or 

amanolpallon 
of all minor 
ohlldfsii, 
whichever Is 
later 

‘ 1 

: Paper/HItctmnIc 


*□ 

Pt26.03|GM8j 1 

f 

" Case Flies Uniform Badcrocal BnfofmmBnt of Suppon ^ 
Act fURSSA) Filings 

Compendlym or origlml mojrnmnm ^lad In an action or 
pfocaadmg m the ooyrt ^elated to fee ooilectton 0^ 
spousal and/o^ chilcf mpmtt in one state and the person 
' to whom rh# suooon is ow^ is In anofeer state 

IS years a^er 
final order or 

1 year aEer 
transfer to 
another 

^urlsdlotfon ^ 

FaperlEleotroftfc 


1 

G ; 

! ; . J 











